How to Add Additional Users to an Account in Taxpayer Access Point, TAP.

Welcome to the Washington State Department of Licensing Taxpayer Access Point, TAP. The
information you will see in this tutorial is completely fictitious. It has been made up and is intended for
instructional purposes only. Any resemblance to a real person or business is entirely coincidental. TAP
uses pop-ups to assist in the registration process. We recommend you disable the pop-up blocker
settings and allow pop-ups from the TAP website.

In this tutorial, you will learn how to add additional users to an account through our Taxpayer Access
Point, TAP. Once the request has been processed by Prorate and Fuel Tax Services, the additional user
will be able to login for the first time. They will be able to file and pay IFTA tax returns, IRP applications
and purchase IFTA decals online. View and print IRP information, IFTA tax returns, account balances,
correspondence related to your account(s) and gain access to the rest of the online services we provide.
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To add an additional user to your account, the person with the Master logon profile would enter their
Username, Password and click on Login to receive an Authentication Code so that they can login to
their account.

dl

IFTA / Prorate Taxpayer Application Already registered?
If you already have an active Prorete and Fuel tax account with the Washington Uzemame
State Departreant of Licansing, click the "Create s new usemame” button. janedos |
Password
Create a new ugername
[remmneaee |
If you do mot have an active Prorate snd Fuel Tax account with the Washington Authentication Code

State Department of Licensing, click the “Set up a new online Prorate and Fusl
Tax Account” button.

Set up a new online Prorate and Fuel Tax Account

e th s o your st e

| forgot my usemams
| forgot my password

The person with the Master logon would enter their Username,
Password and click on Login to receive an Authentication Code so
they can login to their account.
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The Device not Recognized dialogue box opens with a link to receive the Authentication Code. Click on
Send Authentication Email.

d

Logon 9 58 x i
Device Not IFTA ! Prorate Taxpayer Application Already registered?
If you slready have an active Prorste and Fuel tax sccount with the: i Usemama
The devics you are logging in with is ot recognized. State Deparbment of Licensing, click the “Creste s new usemame” bution. |Jim ‘
In order to keep your information ssfe, the Department of Licensing requires Password
T T
2n suthentication code will be sent in order 1o verfy your dentty. o ‘
Ve will ramamber your device once this process & complate. If you do not heve an active Prorste and Fusl Tax sooount with the i fion Code
State Deparbment of Licensing, click the “Set up s new anline Prorste and Fusl | ‘
Confirm Idenification T

Select 3 method to recievs your suthentication code. Authenticstion cades can be sent via Set up a new online Prorate and Fuel Tax Account
text messape or email, depending on what information is on file. »
Check the status of your application

st g o
Send Authentication Email <
janedoe@aaatruckingssrvices.com | forgot my use:
Why is this required? \ | forget my password
- You are using 3 new devica that has not lopg=d into your acoount befors H
Rk M fhiebeeh e Al Click on Send
—

Authentication Email.
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You will receive an email with the Authentication Code that is required to login.

S

DoNotReply@gentax.com

Testing: WLT Authentication Code requested for Jane Doe

To Dioe, Jane

Tour authentication code 15 pzprdp and 1z required for logon.
Click to login

This is the Authentication Code you
will need to enter in the
Authentication Code field of the
login screen.

Enter the Authentication Code you just received, check the box next to Save this device and click on

Login.

dl

IFTA / Prorate Taxpayer Application

If you already have an active Prorate and Fuel tax account with the Washington
State Depariment of Licensing, click the “Create a new username” button.

If you do not have an active Prorate and Fuel Tax account with the Washington
State Depariment of Licensing, click the “Set up a new online Prorate and Fuel
Tax Account” button.

Set up a new online Prorate and Fuel Tax Account

Check the status of your application

Already registered?

Username

janedoe

Password

Authentication Code

pzprdp

Need an authentication code? ()

Login

| forgot my username Save this device M
| forgot my password

Enter the Authentication Code, check
the box next to Save this device and
click on Login.
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Logging in brings you to the home screen for your account. Under the | Want To section, click on View
Profile.

dl

Menu s 1| AAA TRUCKING SERVICES Names And Addresses I'Want To...
Federal Emglayes ID 11-2345678  Lepal Mame AAA TRUCKING SERMICES (View Profile

Home My Balance $0.00  Physical Address 2420 BRISTOL GT SW OLYMPIA Wia o/ Make a Payment
Mailing Address  Add Request Good Standing Letter
L Register 3 Mew Account
Bac

#= My Accounts My Accounts Hide History || Filler
Account Id Account Type Mame Frequency dress Balance

Click on View Profile.
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Under the | Want To section, click on Add an Additional Username.

dl

Menu Lile; 0| Profile 1 Want To...
Web Name : Jane Doe View Accounts

Home Phone 1 : +1(360)654-4566 Update Profile
Bhone 2 S Change My Password
Cancel My Online Access

Back Email . janedoe@aaatruckingservices.com .
) . . o Add an Additional Username
Cluestion © What city were you born in? Grant Access to My Accounts
Navigation Auth Email - janedoe@aaatruckingservices.com Request Access to Another User's Account

My Accounts l Manage Payment Options Third Party Payment Options Manage Logons

» Profile
Manage Default Payment Information for Each/Account Filter
Mame a&y{t Id Account Type Source Mame Payment Source

Click on Add an Additional Username.
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In order to Add an Additional User to your account, you will need some specific information about the

Additional User in order to set them up. Click on Next.

dl

Menu Log OFF Add an Additional Username

U=z this process to add additional users and grant them access to My Accounts andior Third Party Accounts.

Home
Back
My Accounts

Profile When to Submit This Request

You will need some specific
information about the Additional
User in order to set them up.

What You'll Need

» Add an Additional
Username

= When adding additional users whom you want to grant acosss to
Wty Accounts andior Third Party Accounts.

Click on Next.

R
] nex
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Enter the Username for the Additional User being added.

dl

= ¥ou will need to provide the Logon Information for the additional
user to include Username, Password. Secret Question and
Secrat Anzwer.

= ¥ou will need to provide the contact infarmation for the new user
1o include the Additional User's Name, Email, Contzct Phone
and optionsl Alternate Phone.

= ¥ou will need to provide the Authenticstion Contact information
for the additional user. That can be their Email along with Makile
‘Carrier and Mahile Phone or it could be just thewr Mobile Camier
and Mobile Phone or just their Email.

Additional user's contact information

Menu Log Off Logon information

Additional User's Mame | Required

Email Required

Usemame L..EEPE,‘
Home —
Password | \ ! @
Back Confirm Password

Secret Question Required

Navigation

My Accounts

Secret Answer Required

Authentication contact information

Hnﬁrm Email

Contact Phone

Alternate Phone

Cnly one methed of being contacted needs to be selected and completed. That can

Profile

| Email | Phone |PhoneEmail ()

» Add an Additional
Username
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Enter the Username for the
Additional User being added.




Enter the Additional User’s Password and Confirm Password by entering it again.

dl

Menu fslij | Logon information Additional user's contact information

Usemame jgandoe Additional User's Name | Required

Home — ) -

Password sssssamune (7] Email Required
Back Confirm Password sssssnsune Confirm Email

Secret Question Required \:',I Contact Phone

Nav |gat|on Secret Answer Reguired Alternate Phone
s . |Required

My Accounts Authentication contact |n

Cnly one methed of being contacted needs to be selected and completed.
Profile

Enter the Additional User’s
Password and Confirm Password
by entering it again.

[ Emai | Phane |Phnne;Emai1 @

» Add an Additional
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Now select a Secret Question for the Additional User. If they forget their password, this question and

answer will enable them to reset their password. Click on the drop down arrow and select the Secret
Question.

dl

Menu Log Off Logon information Additional user's contact information

Usemame jeandoe Additional User's Name | Required
Home — ) -
Paszword sssssesnEs (7] Email Required
Back Confirm Password sssssnsune Confirm Email

[ 7] Contact Phone

Secret Question lWhat city were you bomn in? o
Nawgatlon Secret Answer

‘What city were you bom in?

Alternate Phone

v Authentication contact
My Accounts = What is your favorite animal?

Now select a Secret Question by
clicking on the drop down arrow.
If they forget their password, this
guestion and answer will enable
them to reset their password.

COnly one method of being What is your favorite food?
Profile

What is your mother's maiden name?

. What was your first pet's name?
» Add an Additional
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Enter the Secret Answer to the Additional User’s Secret Question.

dl
Menu Log Off Logon information Additional user's contact infc ti

Usemame |'@_ng_03 | Additional User's Name ||
Home _ - Required
Password |--u"u“ | O Email |Required —
Back Confirm Password |--u"u“ | Confirm Email |
Secret Question |W‘hat city were you born in? H O Contact Phone l:l
Na\rlgatlon Secret Answer |--u"-‘\ | Alternate Phone l:l
My Accounts Authentication contact information

Cnly one method of being contacted needs to be selected and © eted. That can g
Profile

_ _ Enter the Secret Answer
(e e e @ to the Additional User’s
» Add an Additional

Username oniine Profile Information [N Secret Question.
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Enter the Additional User’s Name.

d.!_ Enter the Additional User’s Name.

Menu Wiile;in | Logon information Additional user's contact information

Usemame |[;ewa;‘|:|"d_03 | Additional User's Name |.Jean Doe ‘/ |
Home Password |“-uuu- | O Email |Required |
Back Confirm P; rd I | Confirm Email | |
Secret Question |What city were you bomn in? H O Contact Phone l:l
Secret Answer |---uu | Alternate Phone l:l
My Accounts Authentication contact information
Cnly one methed of being contacted needs to be selected and completed. That can be Email or Phone or Phone/Email.
profile | Email | Phone |PhoneEmail ()

» Add an Additional

onie ot iormason I cmce
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Enter the Additional User’s Email address and Confirm Email by entering it again.

dl
Menu [Lifs)i7 | Logon information Additional user's contact information

Usemame jgandoe Additional User's Name | Jean Doe
Home Password ssmssssume \;,l Email jeandoe@aaatruc kingservices.com
Back Gonfirm Password LTI Y] Gonfirm Email jeandoe@aaatruc kingservices.com
Secret Question \What city were you born in? H \;,l Contact Phone | ak |
Secret Answer ssmsune Alternate Phone w
My Accounts Authentication contact information
Cnly one methed of being contacted needs to be selected and completed. That can be Email or Phone or Phone/Email.
profile | Emal | Phone [PhonerEmail ()
» Add an Additional Enter the Additional User’s

Username ontne protie nformation . [EEEHINN Email address and Confirm

Email by entering it again.
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Enter the Additional User’s Contact Phone number and if they have an Alternate Phone number you
can enter it too but it's not required.

dl
Menu Log Off Logon information Additional user's contact information

Usemame jgandoe Additional User's Name  |Jean Doe
Home Password ssssssnune \;,l Email jeandoe@aaatruckingservices.com
Back Confirm Password ssssssnune Confirm Email jeandoe@aaatruckingservices.com
Secret Question What city were you born in? ﬂ \:',I Contact Phone (360) 473-0877
Secret Answer PETTree Alternate Phone | S |
! Format: (999) 999-9999
My Accounts Authentication contact information T—
COnly one methed of being contacted needs to be selected and completed. That can be Email or Phone or Phong/Email.
profile | Email | Phone [PhonerEmail ()
» Add an Additional Enter the Additional User’s

Contact Phone number and if
they have an Alternate Phone
number you can enter it too but
it’s not required.
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The Authentication Contact Information will be used to send the Authentication Codes to the
Additional User when they login. They can receive the Authentication Codes by Email, Phone or
Phone/Email. Only one method of being contacted needs to be selected and completed. Select the
way the Additional User will receive their Authentication Codes. Click on Email and enter the
Authentication Email address for the Additional User and click on Next.

-
Menu Log Off

Home

Back

My Accounts
Profile

» Add an Additional
Username

Logon information

Additional user's contact information

Usemame jeandoe

Password T —— @
Confirm Pagsword ssmssEsEES

Secret Question What city were you born in? ﬂ \;.
Secret Answer ssmsune

Authentication contact information

Additional User's Name | Jean Doe

Email jeandoe@aaatruc kingservices.com
Confirm Email jeandoe(@asaatruc kingzervices.com
Contact Phone (360) 475-9577

Alternate Phone

Only one methed of being contacted needs to be selected and completed. That ean be Email er Phone or Phene/Email.

Authentication Email jgandoe@asaatruckingservices. com @ —————ro|

£ Online Profile Information

Click on Next.
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Click on Email and enter the
Authentication Email address
for the Additional User.




If your business had it's own accounts you would grant the Additional User access by selecting them.
Click on Next.

dl

Menu 15 7| Grant Logon Access to My Accounts E23
Select  Account Id Account Type Mame Address

W ooty s [ ==

Back T

Click on Next.
My Accounts

Home

Profile

» Add an Additional
Username
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You would grant the Additional User access to other accounts by selecting them. Click in the Select box
and click on Next.

dl

Menu [Lils)if | Grant Logon Access to Other Accounts | Have Access To Filter
Select  Account Id Account Type MName Address

Home 0o25217 IFTA PRFT TRUCKING INC 2424 BRISTOL CT SW OLYMPI1A WA 88502-6004

Back Back Access to Other Accounts m Cancel

*

Click in the Select box and click on Next.

My Accounts

Profile

» Add an Additional
Username
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This is the profile summary of the information you entered for the Additional User
information and if everything is correct, click on Submit.

dl

. Review the

Menu ZHIE  Profile Summary

Home Please review the following information

Login: jeandoe
Back Name: Jean Doe
Email: jeandoe@aaatruckingservices.com
Contact Phone: (360) 473-9877

Navigation Alternate Phone:

My Accounts In case you forgot your password:
Secret Question: What city were you born in?
Profile
Click Submit to complete this request.
» Add an Additional
Username

Click on Submit.

Online Profile Summary m

dol.wa.gov | Privacy & Use | Contact Us | About Us | Survey | Copyright & 2015
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If you are sure you want to submit this request to add an Additional User, enter your Password and click
on Ok.

Home Please review the following information
Login: jeandoe

Back Name: Jean Doe

Email: jeandoe@aaatruckingservices.com

Contact Phone: (360) 473-9877

Alternate Phone:

Navigation
My Accounts In case you forgot your password:
Secret Question: What city were you born in?

Profile
Click Submit to complete this request.
» Add an Additional

Are you sure you want to submit this request?

P [ <+ H If you want to submit this request

BN SN 16 add an Additional User, enter
your Password and click on Ok.

onine ot sy [N coce
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This is the confirmation you receive that your request has been submitted. A copy of this confirmation
message will be emailed to you. Once the request has been processed, the Additional User will receive
an email with instructions on how to login for the first time. Click on Print if you want a copy for your
records and click on Ok to finish.

Menu Log Off “four request has been submitted.

“our confirmation number i 0-535-560-182.

Home A copy of this confirmation message haz been zent to your email addrezs. To ensure your emails from Washington State Department of Licenzing

are received, please set your email filter to allow messages from dolwa.gov.
- o J e

Navigation

My Accounts

Profile Click on Print if you want a copy for your
records and click on Ok to finish.

Add an Additional
Username

» Request
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You are returned to your profile screen.

dl

Menu eyl | Profile 1 Want To...
Web Name -

© Jane Doe View Accounts
Home Phone 1 o +1(360) 654-4566 Update Profile
Phone 2 B Change My Password
Back Email :  janedoe@aaatruckingservices.com i:;cel My (.).nllne Access
an Additional Username
Cluestion o What city were you bomn in? Grant Access to My Accounts
Auth Email - rmarchesan@dolwa.gov Request Access to Another User's Account
My Accounts Third Party Payment Options Manage Logons
Logon: Third Party Access Setlings
» Profile
My Logons
Web Logon Web Name Has Access
janedoe Jane Doe Master & Active
jimdoe JIM DOE Account Manager |:| Active
2 Rows
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After the request has been processed by Prorate and Fuel Tax Services, the Additional User will receive
an email with their Authorization Code to login to your account for the first time.

Your request for a new username has been processed. . ] .
Your authentication code is wéwxhc. Additional User receives email

Click here to log in \ with their Authorization Code to

login for the first time.
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Click on the Manage Logons tab and you will see the Additional User has been added. Click on Active

for the Additional User to edit their access type.

dl

Menu (el Profile 1 Want To...
Web Name : Jane Doe \iew Accounts
Home Phone 1 o +1(360) 654-4566 Update Profile
Bhone 2 S Change My Password
Ci | My Online Ac
Back Email . janedoe@aaatruckingservices.com ancel My _ .n e Access
- B o Add an Additional Username
CQuestion  : What city were you bomn in? Grant Access to My Accounts
Navigation Auth Email - rmarchesan@dol wa.gov

Request Access to Another User's Account

My Accounts Third Party Payment Options Manage Logons .
i ’ Click on Manage Logons.
Logons Third Party Access Settings

» Profile
My Logons
Web Logon Web Name Has Access
janedoe Jane Doe Master & Active
jeandoe Jean Doe Account Manager |:| Active
jimdoe M DOE \ Acccu%Manager O AcTe
3 Rows

The Additional User has been added and
click on Active to edit their access type.
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The Edit Access Type dialogue box opens. Click the drop down arrow for Access Type and you can

change the access of the Additional User. Click on View Only.

dl

Menu e Profile | Want To...
Edit Access Type O o 8 % View Accounts
Update Profile
Edit Access Type Change My Password
Cancel My Online Access
B jeandoe Add an Additional Usemame
Grant Ac: to My Account:
Access Type | View Cnly ® H ran cess gL
Request Access to Another User's Account
Agtive
Account Manager | -
N Payment Options Manage Logons
Master
> PTSTITE— View Oriy N
My Logoi Hide History || Filter
Web Logon Web Mame Has Access
janedoe Jane Doe Master %] Active
jeandoe Jean Doe Wiew Only |:| Active
jimdoe JIMNQOE Account Manager |:| Active
3 Rows

Click on the drop down arrow and
select View Only.
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Click on Ok.

| Want To...

Edit Access Type

Edit Access Type

B jeandoe

n Access Type I\"iew Cnly -

Active ]

' Payment Options

Wiew Accounts

Update Profile

Change My Password

Cancel My Online Access

Add an Additional Username

Grant Access to My Accounts

Request Access to Another User's Account

Manage Logons

My Logons
Web Logon Web Name Has Access
janedoe Jane Doe Master ] Active
jeandoe Jean Doe View Only |:| Active
jimdoe JIM DOE Account Manager |:| Active
3 Rows

Click on Ok.
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The Additional User’s access type has been changed to View Only. Click on Active to reset their access.

dl

Web Mame : Jane Doe View Accounts

Home Phone 1 +1 (360) 654-45668 Update Profile
Phone 2 © M Change My Password

Back Email janedoe@aaatruckingservices.com i::cel My (.).nllne Access

an Additional Username
Cluestion What city were you born in? Grant Access to My Accounts
Auth Email rmarchesang@dol wa.gov Request Access to Another Users Account
My Accounts Manage Payment Options Third Party Payment Options Manage Logons
Third Party Access  Seffings

» Profile
My Logons
Web Logon Web NMame Has Access
janedoe Jane Doe Master [} Active
jeandoe Jean Doe View Only |:| Active
jimdoe JIM DOE Account Manager |:| Active
3 Rows

to reset their access level.

The Additional User’s access has been changed to View Only. Click on Active
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The Edit Access Type dialogue box opens
Manager.

. Click on the drop arrow for Access Type and select Account

| Want To...
Edit Access Type View Accounts
Update Profile
Edit Access Type Change My Password

Cancel My Online Access

B jeandoe Add an Additional Usemame

Access Type | Account Manager EEEEESRIL) AETHID
Request Access to Another User's Account
Active
N BT TR 0T B Manage Logons
Master
,;__ Wigw Only

Web Name
janedoe Jane Doe
jeandoe Jean Doe
jimdoe JIM DOE
3 Rows

Hide History § Filter

Has Access
Master & Active
Wiew Only O Active
Agccount Manager O Active

select Account Manager.

Click on the drop down arrow for Access Type and
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Click on Ok.

Profile

| Want To...

Edit Access Type (i ]

Edit Access Type

H jeandoe

n Access Type IAcl:uunt Manager H

View Accounts

Update Profile

Change My Password
Cancel My Online Access
Add an Additional Username
Grant Access to My Accounts

Request Access to Another User's Account
Active W]
| [ o [ cuca | PoymentOptons [T
»
My Logons Hide History | Filter
Web Logon Web Name Has Access
janedoe Jane Doe Master ] Active
jeandoe Jean Doe View Only |:| Active
jimdoe JIM DOE Account Manager |:| Active
3 Rows:
Click on Ok.
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The Additional User’s logon access has been changed back to Account Manager.

dl

Menu (e Profile 1 Want To...
Web Mame : Jane Doe iew Accounts

Home Phone 1 o +1(360) 654-4566 Update Profile
Phone 2 | Change My Password
G | My Onling Ac
Back Email :  janedoe@aaatruckingservices.com ancel My Unling Access

Add an Additional Username

Cluestion o What city were you bormn in? Grant Access to My Accounts
Navigation Auth Email - rmarchesan@dol.wa.gov Request Access to Another User's Account
My Accounts Manage Payment Options Third Party Payment Options Manage Logons
Third Party Access  Seftings

» Profile
My Logons
Web Logon WWeb Name Has Access
janedoe Jane Doe Master [} Active

jeand: Jean Doe Account Manager |:| Active
jimdo:\ .JIM?OE Accm.?t Manager O A?ve

The Additional User’s logon has been changed back to Account Manager.
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This completes the TAP how to Add Additional Usesr to an Account tutorial.
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